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June 12, 1981

OSD ADMINISTRATIVE | NSTRUCTI ONS CHANGE TRANSM TTAL NO . 81-1

1. The Deputy Assistant Secretary of Defense (Administration) has.
aut hori zed page changes to the following Administrative Instruct ions:

a. PACE CHANGES

Adm nistrative Si gnat ure

Instruction NO. Dat e Page NO.
9 Jan 11, 79 11
17 Sep 15, 78 5
18 Apr 9, 79 4
22 - May 24, 79 3
24 Jan 9, 79 2
26 Apr 23, 80 , 21
27 Jul 6, 79 3
31 Sep 26, 78 5
37 Jun 27, 78 11
43 Apr 1, 78 4
68 Apr 16, 79 2
69 Sep 4, 79 4
12 Sep 6, 79 4
82 Mar 21, 78 2

b. ACTION :

Remove and destroy: title pages and signature pages
| ndi cat ed above

| nsert: attached repl acement pages

2. Admnistrative Instruction No. 78, June 11, 1981, which establishes
an Internal 0SD/WHS publication system requires that all Admnistrative
I nstructions be approved and signed by the Deputy Assistant Secretary of
Def ense (Adminis tration ). Al Change Transmt tal No. 81-1 is issued to
conformw th this requirenent.

3. EFFECTI VE DATES

These changes are effective as of the date of the issuance.
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OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE
WASHINGTON. 0. c. 20301

May 24, 1979

(Adm ni stration)

ADM NI STRATI VE | NSTRUCTI ON NO. 22
SUBJECT : Automatic Data Processi ng Records Managenent

References: (a) Federal Property Managenent Regul ations,

Chapter 101, “Program |nplementation, ”
(41 cFr 8 101-11.210-4) _

(h) Federal Propertéahhnagenent Regul ati ons,
Chapter 101, “Care and Handling of Magnet-
ic Conputer Tape, (41 CFR & 101-32.12)

(c) Admnistrative Instruction No. 15, “0OSD
nggrds Managenent Program " January 11,

() Federal Properké-whnagenent Requl at i ons,
Chapter 101, “Machi ne-Readabl e Records, ”
(41 CFR 8 102-11.411-6)

A PURPOSE

This Instruction assigns responsibilities and. establishes
rocedures and standards for Autonatic Data Processing (ADP )
ecords Managenent as required by reference (a)

B. APPLICABILITY

The provisions of this Instruction apply to the Ofice of
the Secretary of Defense and activities admnistratively sup-
orted by the Washington Headquarters Services (hereafter r e-

erred to as "osp Conponents”) . It does not include the organ-
ization of the Joint chiefs of Staff.

C. DEFI N TIONS

l. User’'s Handbook. A docunent designed for each ADP
systemt0 facilitate the rel ationshi p between the conputer
center and the custonmer. |t contains a narrative description
of the system in nontechnical ternms and includes flow charts .
descriptions of data elenments, report formats, input and out -
put schedules, responsibilities and simlar information.

2. Program Docunentation. A description of the program
and facilitres used, programdesign in the formof flow charts;

deci sion tables; program coding; operating instructions; test-
I ng procedures and |iIstings.
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DO RESPONSIBILITIES o

t—l

1. The Records Administrator, wHS, shall administer
t he ADP Records Managenent Program, and shall:

_ a. Serve as the osDpointof contact and as the
office of record.

b, Determne the disposition schedul es of ADP
applications, ensuring proper docunentation and coordi na-
tion wwth all interested parties.

o c. Provide |iaison wth the General Services Ad-
mnistration, National Archives and Records Service, on
ADP records matters.

d. Assist the OSD Conponents in conpleting the
necessary ADP inventory forms.- (enclosures 1 and 2)

2. The Director for Conputer Support, Wes, shall:

a. Ensure thatcproper program docunentation and
user handbooks are provided by the Automatic ‘Data Proces-
sing (ADP) service facility and issued for OSD ADP prograns.

b. Ensure that standards for tape library operations
are observed by app facilities providing osp services. This
I ncl udes Feriodic testing by the app facility of representa-
tive sanples of tapes scheduled for long termretention.
Tapes stored in backup |ocations should similarly be tested
on a reqgular basis, and naintained in the proper environnent
as prescribed in the FPMR (reference (b) )

¢c. Provide technical advice, if required, to assist
the Records Admnistrator and the user in determning the re-
tention schedul e of all ADP” applications processed for the
0D. Admnistrative Instruction No. 15, page 16-1 (reference

(c)),OI prescribes retention schedules for abp (nachi ne-readabl e
records.

3. osp Conponents shall:

a. Coordinate with the Records Adm nistrator in

determining the retention schedule for nmagnetic nedia gtapes

or disk packs) used in all ADP applications processed for
their use.
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_ b. Conplete GSA Form 7036 (enclosure 1) , as pre-
scribed by Admnistrative Instruction No. 15 (refegence (C) )
Submt the conpleted formto the Records Adm nistrator for
each new ADP applicati on.

_ c. Ensure the proper disposition of tapes, cards or
di sk packs data generated for their - prograns.

. (12_Tape, card or disk files scheduled for
permanent retention and transfer to the National Archives

wal | be docunented as required by the FPMR (reference (d) )

(2) For this purpose, GSA Form 7091 (enclosure
2) should be conpleted with the technical assistance of the
servicing ADP facility and forwarded to the osp Records

Adm nistrator for processing. --

(3) Tapes for nonpernmanent records wll be re-
| eased by the osp Conponent ADP nonitor only in accordance
with a predeterm ned schedule and the FPMR and Adm nistra-

tive Instruction No. 15 (references (a) and (c) )

E. EFFECTIVE DATE
This Admnistrative Instruction is effective Inmediately.

Lk

D. [@. @odl00 €
Deputy Assistant Secretary of Defense

Encl osures - 2
1. GSA Form 7036
2. GSA Form 7091



